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AEVOWANDUM FOR: Chairsian, Training Board of Visitors 


SUBJECT : Training and Supervisors 


1. ‘Tids is ar daterim report of our monitoring of the development 
of a training course for middle managers. 


3, Attached are three documents which reflect the progress so far 
in the development of a course or courses. They are an outline by the 
Task Force of their work to date, a copy of the questionnaire by which 
the Task Force undertook its survey, and a first draft from the Support 
School of a course outline. ‘We have wet with the Task Force one time 
and again with the Chairman one time. The Task Force expects to conplete 
its report in satisfaction of its mission as stated in the first paper on 
or before the 15th of April. As will be evident from a review of the 
attached documents, the Task Porce did not assume nor was it given the 
responsibility for course development. This nerhaps is as it should be, 
hut, regardless, we did not discover this until we felt too late to 
redirect its efforts. lUpon review it appears that this is the wiser 
procedure, leaving the actual development of a course to the professional 
educators. 


3, The preliminary findings suggest, and we concur, that a single 
formal course is not the solution to better aunagenent in the Agency 
nor perhaps even to better managers in the “riddle. It is to be hoped 
that the Task Force study will respond in some degree to the question 
of whether a single managerial style is appropriate or desirable. If 
not, it will be necessary for the "oard or your subcommittee to attempt 
to resolve that very fundawental question. Closely relatec to that issue 
are the system and the criteria for the selection of mana¢ers which is a 
command function and net a training function. 


4. We commend to the particular attention of the menbers of the 
koard the tentative conclusions expressed ir 11.8.2. of the attached 
‘The Management Task Force’, dated 26 “arch: 1975. 


/s/sarry Be Fisner 
Harry 5. Fisher 
Robert S, Wattles 
3 Atts 


ce: Lach Mewher, Training Board of Visitors, w/Atts 
Chairman, Management Task Force, w/Atts 
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The Executive Director~Comptroller has sed the Office of Training 
to conduct a managenent training program for middle managers of the Agency. 
As a first step in developing such-a program the Office of Training with 
the cooperation of the Deputy Directors has formed a Task Force composed 
of one representative from each of the four Directorates and under the 
chairmanship of an OTR officer. The mission of the Task Force is to pas 


ee 


Oo 
identify the training needs of aiddle managers and to make recommendations 


to the Director of Training. 


i] 
2. 


: The Task Force is now soliciting your opinion on the subject of 

management training for you and your successors. 
Return questionnaire by 26 February 1973: Manac sk Force 

£ Commerce Bldg. 


Pask Vorce representatives 
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23 March 1973 


MEMORANDUM FOR: Chief, Support School 


SUBJECT : Advanced Management Course 


1. Inorder to proceed with the planning, initial craft of the training 
design, for the Agency middleeman mnager course =- tentatively entitled 


Advanced Management «nm a draft Proposal consisting of Unit des criptions c* 
is attached. Further, as part of the Support School's Action Plans in 


response to OTR's FYV'75 Program Call objectives 


ment course has been scheduled for three runnings in F4 
February and June. 


2. Significant findings of the Management Trainirs Task Force, whose 
work is completed with the submission of a summary ~e ort Gn 15 Avril 


1973, will be reflected in the final course desi ign. : 5X1 


Attachments: 
A. Course Objectives 
B. Course Unit Descriptions 


lava 


Approved For F dlgase 2003/04/29 : : GIA-RDP84-00780R005600020010-0 


25X1 


Approved For Release 2003/04/29 : CIA-RDP84-00780R0056600020010-0 
ADVANCED MANAGEMENT 

OBJECTIVE: To improve the managerial competence or Agenc 

managers. 

SUB-OBJECTIVES: As a result of active particisation in exercises 
involving case studies, fi x 2arm activities, 
role-playing and discussion with 
the participant will be able 

a. Function more effective 
and team member. 
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MOTIVATION 
Substance: = Auman motivation: 
(1) to understand the broad outlines of the major 
motivational theories; (2) to help managers to acquire 
insight into their own behavior; and (3) to portray the 
Significance of motivation in day-to-~cay management. . 
Instructional Format: Staff lecture and staff/student dis cussion; 
films and discussion; and guest speaker/student 
discussion. 
Guest Speaker: Representative from Psychologic2l Services Staff, 
Office of Medical Services. 
PROB LEM-SOLVING/DECISION-MAKING 
Substance: Review of the five steps in problem-~solyin 
Kepner-Tregoe approach to problem-solving/ 
decision-making; and how to evaluate 


a decision maker. 


case studies; and ¢ 


discussion. 


Guest Speaker: Deputy Director for Support or Assistant Depaey 
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decision makers, 
C. GROUP DYNAMICS 

Substance: Understanding individual and 
in the formal and informal orgenization; team approach 
to work; and the sociogram 

Instructional Format: Staff lecture an f/stodent discussion; 

team exercise; 
PERCEPTION 


Substance: 


perception and problem people. 
Instructional Format: Program-assisted-; 
discussion; and a film 
LEADERSHIP STYLE 


Substance: Three basic styles of 


Suest 
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Leadership inthe Agency ¢ 
RESPONSIBILITY FOR SUBORDINATES 
Substance: Punishment and reward; personnel development 
{training and rotational assignment}; delegation; and 
the manager and his next-in-line. 
Instructional Format: Films; team activity: role-playing; and 
staff/student discussion. 


UNIT ISUMMARY 


Substance: The Meredith Story: a variety of interpersonal problems 


and activity in an Agency-like setting, 
Instructional Format: A simulation: (1) in-box material; (2) Video 


Tape vignettes; (3) role 


study; and (5) team activity. 
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Substance: 


subordinate, and superior relations 
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communication. 


Instructional Format: Films; team activity; ste 


discussion; and use of video tape 


B. ORGANIZATION COMMUNICATION. 


Substance: Upward/Downward comm 


informal (grapevine) commiunicati 


diagrams", and communication. 


Instructional Format: Team activity; 


Staff/student di 
Cc. LISTENING 


Substance: One-to-one listening; 


listening; 


and listening 


Instructional Forméet: 
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NONVERBAL COMMUNICATION 


Substance: The book: Body Language: actions sseak loudse 


words; and what one doesn't say, @5 communicatio 
Instructional Format: Staff/student discussion o£ the book: 


Body Language; team activity; and film. 
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Substance: Organizational goals; unit goals: 
and the manager and goal setting. 
t: Staff/student discussion Gz selected PeRdines: 
team activity; and individ-:al work. 
PERFOR) 


Substance: land goal setting; the Fitness 


Report as a vehicle for goal setting: and improving 
the practice of goal setting 
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Instructionel Format: Reading materials; tearm 


study and staff/student discussion. — 
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UNIT IV: MANAGEMENT BY OPTEcTirt 
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t ie 7 “. 
Substance: Theories of MBO as expressed by Dr: 
Agency Program Call and MBO: and MBO in the 
Federal Government, 
Instructional For: : ij di tafr i 
rmat: Selected readings; staff/student discussion; 
and guest speaker. 


* L ss “ 1 c x 
Guest Speaker: From the staff of the Federal Executive Institute 


aio 


or the Civil Service Commission's General 


Management Training Center. 
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Substance: IG services to the Agency manager; 


and the mana ; EEO and the manaze 


——_ Ag r Personnel Development 


Program, 


Instructional Format: Guest speakers; team activity; and individual 


activity, 


nator: 


Guest Speakers: Representative of 1G Steff; Agency EEO coordinate 


and Director or Deputy Director, Office of 
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MANAGEMENT SCIENCE 
Substance: Theory of systems and syst 
research; computer applications; fo 
modeling. 
Instructional Format: Films; suest speake 
and team activity. 
Guest Speakers (alternatives): Staff member from niormetion 
Science Center, 
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ntrol of work; 
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PRODUCTIVITY 
Substance: Identifying production; monitoring preduction; and 
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g and evaluating production egainst predetermined 


Instructiona mat: Staff/student discussion of selected readings; 
team exercise; guest spe 

Guest Speaker: ati anning, 

rogramming and Budgeting 


+s° 


MANAGEMEN 


Substance: TYimeas 


individual work; tearm work; 


Setar eal 


TYD AT 
PEC SA ET 


780R005600020010-0 
Instru >t] _a1l Tf may en mi ‘ : 
nsvructionai Format: Individual work; team work; and staff/ 


student discussion of selected readines, 


Approved For Release Fade tai ete CIA-RDP84-00780R005600020010-0 


pit 


es ey. piesa 


RE Ip C 
ae 


-duction of the volume of office records: (l)a 
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Of inactive records; 
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Agency archives; 


{5) destruction of obsolete files and non-record 


materials. 


Instructional Format: Guest speaker: individual work; and team 
work, 
ialist (in person or on video 


Guest Speaker: Agency records special 


tape). 


BUDGETING FOR MANAGERS 


[is designing a budgeting course for 


ers -- the title above is not certain ~- which we hope wiil 


priate to the needs of participants in the Advanced 
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Management course. 
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